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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT.DIVISiON I 
,.. -.-I-_ . -._. ,; ~.,--.-:~---.-..- .- L . __U-..* ---. 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

I .  Agency Address 
:Georgia Ports Authority 
Trade Development - Marketing Services 
Post Office Box 2406 
Savannah, Georgia 31402 

~~ _ _ _ _  -~ . . ~~~ ~~. ~~ ~~ 

i 

I INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. forward signed original to 
I Department of Archives and History, Records Management Division, 330 Capitol Atlanta. Georgia, 30334, 

FOR RECORDS MANAGEMENT USE 
l_l__l -~ 
Application Number 

83-801 .I _F ~~~ 

Date Received Data Completed 

-APR .4 7985 I TPR 2 1 1983 
~~ ~ ~ ~. .I_. 

I : 
Attention: Scheduling Section. 

4ppwatic.n Date 

March 23 ,  1983 I ~. . . ~ ~ .  
' 4opliC6tion Number 
I 

' 2. -&rson to Contact 1 Becky L. Collins 

1 The Marketing Services Department of the Trade Development Division is involved with trade 
research, development and sales functions of the Authority including marketing analyses. 
Assists the Director of Trade Development in the development and coordination of sales 
plans from marketing analyses and leads submitted by the sales force. I 

~. ~. ~~~ ~ ~ ~ ~ 

~ __ ~~ 
~ 

7. Record Series Description This file contains the following documents (include form numbersand titles, if any): ! I-- Attach samples of the file. 
Documents refating to: The Georgia Ports Authority's Operating Budget 

induded are: Monthly budget statements 
I 

File i s  arranged: chronologically by month 
. ~ __I_ ._ -~ ~ ~ .. ~ 

8. Monthly Reference Rate How often are records referred to which are: 

One to six months old 1 0 3  --; Seven to twelve months old 1.22-5; Thirteen to twenty-four months old L-.LQA--; 
twenty-five months and older 1 or nor? 

Letter-size drawers L-.--; Leyal-site drawers -.-:--; Shelves ---~-; Other (specify) 

. -- -. ______I. 
I 

9. Annual Rate of Accumulation of Remrdr 

,_ -.I.~.--- ~~ -~~ ___~ -- - --_ ~ . _ _  .... ~., . 1 AR--50-71; R w .  76 to& 



. 
~ ~~ ~ ~~~ ~~ . -~ ~. ~ _-_. I 

~~~ ~ --- ~~ ___ YES NO I 10. Questionnaire ~~ (Place an , ~ X " m r h e p r ~ ~ c o I ~ ~ ~ -  

&A Finance Department --lfno.t.!ehere is  it? _. . ________ 
a. Is this the official cop of the. series? \~ '  3 

-- 
I ,I b. Does the series contad Tnfidenial information requiring security handling? If yes, cite law or regulatipn., 

d. Does this seri_es_have historical or:l,o_nete~.mLeseaich~value? ~ ' 

e. When one or two documents in the file make It necessary to ceep the entire fi le for a long period, could these 

4 .  _ _ . ~ - _ _ . _ _ . - - _ _  ~.._~_-._F .. ___~.~~______--____ 
i - _  

I ,  
! 

__ _I--- __ 
____ ~~~_-___-_- 1 -. x . I c =~ Is ~ thisa _ _  ._~L~ vital record? - ~ . -._I_-~ . ~= 

x I I - . ~ ~ _  

.dQcv.m&?n!s be scheduledzeParatelY?-~~..~_~~-~- _-_ :~. ___. -~-.:_____I~ __ X - -  
Ld-1 ~.I* Asxhe. infomation contained in t h i ~ ~ r i e s ~ v e r ~ a ~ ~ ! i s h e d ? ~ J f ~ v e s ~ a t t a c h . c o P y  ..._ ~ ___. 

I ,... , 

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. 1s there a duplication of th is  series in your office, or in another office or agency? 
_--_1 

. . .  .~ .. ~ 
~~ 

-- X . _ ~ l ? . r e r , a t t a c h ~ o v , . . ~ ~ - ~ ~ ~ ~ - ~  _ _  

- , ~ l L ~ _ l ~ L i .  lahis series (ora~maiorportionofit)~re~~larlu m i c r & L - _ ~ _  _ ~ _ _ ~  ~~ .- ~ 

- I ~ X I ~ i. Does-the~record ser!es resuitin a cOmDuter mintout? ~-~ .- 

11. Retention Requirements 

- 1  I 
. ~~ 

~ .-Ltves. whereL. GPA Tka.n_ce_ -De~artment_~~_ - - ~- -. __ .. ~- ~~ .-. . 

~~. ~-_ I - . ~~~ . - 

.t The following requires the series to be kept: 

a. State Law --..-~--years. d. Audit period __..-_years. 

c. Fe.deral law ~.~~ ~ -yesrs. f. Federal retention instructions - .~ .years. 
b. Statute of limitation .. __ ~~ ~~ ~~ . ~ - . ~~~~ -years. e. Administrative need 5 ---.years. 

Attach copy or excerpt of laws or regulations. Explain'adrninistrative need. 

Research material with regards to the Georgia Ports Authority's Five-Year Budget. 

~~-~~.-_ ~ . L . ~ ~ ~  ~__._ __._~ 

12. Aporoved Disposition Inrtriidons This agency recommends that the file series be cut otf at  tht end of each: 

0 Calendar Year; [B Fiscal rear ;  0 Other - - -.-_.._.__then, 

gX Hold in the current files area 
fX Trander to local holding area, hold - 3 - ,year(s); then 
0 Transfer to State Records Center: hold ~- . 

fX Destroy. 
0 Transfer to State Archives for permanent retention. 
D Other (Specifyl 

-month(s) -2 yeark); then 

.-year(s); then 

.. . 

These instructions apply to a l l  prior and future accumulations of the series. ! 
L 

~~~ ~___ 
I 

I 
4 

! -- .~ - _ _  

Recommendations in para- 
jraph 12 are approved, 
flf disapproved, attach letter 
,f explanation.) 


